Completing a Disposition Form for a Hire

To complete or revise the Disposition document for the hired applicant(s), click on the forms
icon & for the applicant. N
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You will see a list of all BrassRing forms that the applicant has completed or that have been

completed for the applicant. Scan the list of forms to see if a Disposition Form has already been
created for this req. If so, edit the form as described below. If not, click on the down arrow next to
the list of forms and find the Disposition form. Click on that form and then click on the Add form

button.
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The diseosition form for this aeelicant for this reﬂ will be created. It looks like this:

*Final Disposition Date I j I jl j m
Hire Date I j I jl j m
Date Offer Accepted I j I jl j m

* = required field
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Select the correct Final Applicant Status and then enter the following dates:
Final Disposition Date: Date you create the form

Hire Date: The date the new employee begins work

Date Offer Accepted: The date the applicant accepted the job



